1.101

CRISIS HOTLINE PROGRAM AIDE

NATURE OF WORK IN THIS CLASS:

This is clerical and administrative work involved in the crisis hotline programs and
activities for the Department of Mental Health & Substance Abuse.

ILLUSTRATIVE EXAMPLES OF WORK: ~(Any-one position may not include all the
duties listed, nor do the examples 'ovéﬁéliﬂthe*dti’ﬂes which may be performed.)

Establishes and implements office procedt

Sets up and malnta standard office

Assists in answering cris sfho; ime telephone calls; grees .vusm;?é; answers--=thuiries
regarding unit services and progndes general information abqut the department.

Receives and reviews mcoml_ng [

mail; routes mall to proper persons.

hotline program.
Ability to make decisions in accordance with apbropriate program guidelines.
Ability to make arithmetic computations.

Ability to work effectively with the public and employees.

Ability to communicate effectively, orally and in writing.
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Ability to maintain records and prepare reports.

MINIMUM EXPERIENCE AND TRAINING:

a. One year of administrative experience including typing and data entry and
graduation from high school or a General Equwalency Certificate (GED); or

HAY EVALUATION:

and amended;%n

BENITA A. MANGLONA, Director
Department of Administration
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